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CHAPTER 1: INTRODUCTION

Thi s Handbook governs the preparati on and use of all National Wather
Service (NWB) correspondence and all correspondence prepared by NWS
for signature at the National Oceanic and Atnospheric Adm nistration
(NOAA) and Departnent of Commerce (DOC) levels. Qur intent is to be
consistent with the NQAA Correspondence Handbook and the Gover nnent
Printing Ofice (GPO Style Manual. Your first point of reference is,
however, the NWS Correspondence Handbook.

NOTE: Al t hough t his Handbook addresses the preparation of
correspondence for the Assistant Admi nistrator for \Wather

Services (AA) and the Deputy Assistant Adm nistrator (DAA) signatures,
the procedures would al so apply to correspondence prepared for an
Ofice Director (OD) or Regional Director (RD).

I nqui ri es about correspondence procedures may be directed to the NWS
Executive Affairs Office (EA) at (301)713-0675.



CHAPTER 2: ROLES OF EXECUTIVE AFFAIRS/ACTION OFFICES

Executive Affairs (EA) Responsibilities

NWS EA is the focal point for all correspondence prepared for
signature by the Assistant Administrator and the Deputy Assi stant
Adm ni strator, and has the foll ow ng responsibilities.

. EA will review inconm ng correspondence and direct it to the
appropriate office for action or information purposes. EA's
correspondence analyst will assign the action, deternine the due

date, and prepare an NW5 Correspondence Control Sheet.

. EA will forward the original of the inconing correspondence and a
control sheet to the appropriate office for response. Copies of
the incom ng and the control sheet are also forwarded to those
offices indicated as receiving a courtesy copy (cc).

. If the action is an "A Priority" (determ ned by NOAA/DOC with a
short turnaround), EAwill hand-carry a copy of the control sheet
and incomng to the appropriate office for action. Until the
response is signed by the AA or DAA an office manager and focal
point fromthe action office nust be avail abl e.

. EA will track correspondence to ensure its tinmely response.
. EA will review all correspondence prepared for signature by the

AA and DAA to ensure conpliance with all NAS NOAA/ DOC
correspondence procedures.

. EA is responsible for the electronic transnm ssion to NOAA of all
NOAA/ DOC control | ed correspondence. EA will retain the official
file until it receives a copy of the signed and dated response
from NOAA.

. EA will close a correspondence action upon recei pt of the
appropriate docunentation fromthe action office.

. EA will be responsible for the distribution of all responses to
congressi onal correspondence and will maintain the official file

of all congressional correspondence.

Action Office Responsibilities

The NW5 action office is that NWs el enent whi ch has primary interest
in the subject matter of the correspondence. It is therefore the
action office's responsibility to prepare a reply, and to assenble the
correspondence package for the AA or DA for signature. The action
office's responsibilities are set forth bel ow
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A. Timeliness

In order to neet due dates to EA, NOAA, DOC, or external
organi zations, action offices nust adhere to the foll ow ng procedures,
and nust ensure tinmely responses to all correspondence.

. The Ofice Directors and Regional Directors are responsible for
neeti ng due dates.

. Ext ensi ons to due dates will not be granted.

. Consult inmediately with EA if you receive correspondence which

you bel i eve has been erroneously assigned to you.

. If the incom ng correspondence does not require a witten
response signed by the AA or DAA, it is the responsibility of the
action office to advise EA what alternative action will be taken
A correspondence action cannot be cl osed except through a witten
response or statenment subnitted to EA, such as the follow ng

. A response nay be signed at the Cfice Director or
program officer |evel; a copy of the signed and dated
response nust be received by EA by the due date.

. An e-mai|l nay be sent by a representative of the
action office to the author of the incom ng
correspondence; a copy of the e-nmail nust be received
by EA by the due date.

. If a phone call to the correspondent was nmade by a
representative of the action office, and no further
action is required, the action office nmust e-mail EA a
record of the phone call. Include the date and nanes
of the persons involved in the phone call.

. If no response or action is required, advise EA by
e-mai |l by the due date of the decision.

If the docunment to be signed by the AA or DAA is internally generated,
the date by which the action office needs the file signed/returned
nmust be indicated on the Signature Cover Sheet. Indicate the date in
the "Other Information" block on the sheet. Plan on the

cl earance/ si gnature process taking at |east 2 working days once the
proposed correspondence arrives in the Executive Affairs Ofice.
Therefore, build in sufficient time for clearance to neet your
request ed date.



B. Coordination

It is the responsibility of the action office to coordinate all
correspondence and docunentation requiring the signature of the AA or
DAA with all necessary organi zational elements before it is submtted
to EA

Al'l responses to congressional correspondence will be coordinated as
fol | ows.
. General Counsel for Weather (GCW) Coordination. Al

correspondence to be forwarded to NOAA or DQC for signature and
all responses to Menbers of Congress or Menbers of the
President's Cabi net nmust be coordinated with GCW GCWcl earance
and/ or comments nust be part of the correspondence package
submitted to EA

. Legislative Affairs for Weather (LAW) Coordination. All responses
to Menmbers of Congress or Menbers of the President's Cabinet nust
be coordinated with LAW LAWcl earance and/or comrents nust be
part of the correspondence package submtted to EA

. Regional Coordination. All responses to Menbers of Congress nust
be coordinated with the appropriate Region. Coordination can
usually be with the drafter's counterpart in the Region.
However, if the issue involves setting national policy, the
Regi onal Director nust coordinate on the response.

In addition to the above coordi nati on guidelines for congressional
responses, several other specific issues require additional
coor di nati on.

. Programs Affecting Several Offices or Regions. All responses to
correspondence regarding i ssues affecting nore than one program
office or region nust be coordinated with those other offices
(e.g., NOAA Weat her Radi o, m ssed warnings, office closures).

. Financial or Personnel Issues. All responses regardi ng financial
or personnel issues nust be coordinated with the Ofice of the
Chief Financial Oficer/Chief Adnministrative Oficer (CFO.

. NWSEO Issues. All responses regarding the National Wather
Servi ce Enpl oyees Organi zati on nmust be coordinated with the
Managenment and Organi zation Division of the Ofice of the CFO



C. Clearances

It is the responsibility of the action office to obtain and docunent
all necessary clearances. All action offices should adhere to the
fol |l owi ng procedures.

. Only clearances by the appropriate Ofice Directors or Regiona
Directors (or representative) nust be obtained on al
correspondence packages and indicated on the Signature Cover
Sheet. (An exanple of the NW5s Signhature Cover Sheet follows this
section.) Cearances from Branch and Division staff are not
i ncl uded.

. When substantive changes have been nade during a rewite, the
docunent nust be coordinated and cl eared again. The Signature
Cover Sheet nust be updated to indicate the new cl earances.

The following guidelines apply to all NW5 correspondence.

. Congressi onal responses nust be cleared by the Ofice of
Legislative Affairs (LAW and the General Counsel (GCW.

. Al l correspondence referring to budget issues nust be cleared by
the Chief Financial Oficer (CFO.

. Correspondence on regul ations or civil and adm nistrative cases
must be cl eared by GCW

. Menmor anda of Agreenent and Menoranda of Under standi ng nust be
cleared with the GCWand the Departnent of Comerce's (DOC)
Gener al Counsel .

. Al'l responses to the Inspector General's (1G Ofice and the
Government Accounting O fice audits nust be cleared by CFO
Responses to the I Ginvestigations should receive m ninal
cl earance and nini mal distribution.

D. Distribution

After signature by the AA/DAA, correspondence will be date stanped by
EA, and the original response and the file will be returned to the
action office for distribution. Oher than for congressional
responses, it is the responsibility of the action office (not EA) to
maintain the official file (with incom ng, list of clearances, etc.).

Regi onal Congressionals: Wen congressional correspondence is
received in a regional office, and a response is prepared for
signature by a Regional Director, a copy of the inconm ng and the
si gned and dated response nust be forwarded to EA



E. File Maintenance

It is the responsibility of the action office to maintain the official
file (wwth incom ng, list of clearances, etc.) for all correspondence
ot her than for congressional responses. EA w Il maintain the official
files for all congressional correspondence.



Correspondence to:

Subject:

Briefly state the topic or issue of the incom ng
correspondence. For exanple: “NWR transmtter in
| owa.”

What is requested:

(from incoming correspondence)

Briefly state the action the writer of the incom ng
correspondence wants NWS to take. For exampl e: “Put
an NWR transmtter in Cal houn County.” If there is
no i ncom ng correspondence, |eave this block bl ank.

Response says:

Summarize the content of the response.

Instructions: (check box if

appropriate)

Package being sent electronically to NOAA ExecSec, signed
cover memo to be faxed

Ij Bulky enclosure being retained in MB32 or originating office. It will be
provided upon request

Explanatory memo under cover sheet outline

NOAA calling for response

Other information:

shoul d be aware of. If the document to be signed was
internally generated, indicate the date by which you
need the file signed/returned.

Drafted by:
Office/Phone #

Use the following format:

Routi ng code - Full name - phone number

Recommendation:

“Specia Handling
||

Briefly state any additional information the signer “

Slgn Do not enter anything in this block.

|

Cleared by:

Name: (Routing Code, Print Name, and Signature) Date:

Enter the routing code, na
Director (no other clearan
necessary on this cover sh

me, and signature of the Office
ces fromthe action office are
eet).

Enter routing codes, names
coordi nators, e.g., GCW or

, and signatures of any necessary
LAW

EA - (name of Chief of Exe

cutive Affairs)

W1l - John E. Jones, Jr. (
response)

not necessary if DAA will sign

NOTE: When substantive

rewite, the docunent nust be coordi nated and cl eared
agai n. The Signature Cover Sheet nust be updated to
i ndi cate the new cl earances on such a rewite.

changes have been made during a




CHAPTER 3: STATIONERY

The stationery used should be that of the person signing the
correspondence. All correspondence prepared for the signature of the
Assi stant Administrator for Wather Services and the Deputy Assi stant
Adm ni strator for Wather Services nmust be submtted to EA on the
appropriate letterhead. Wthin the NW6 headquarters, the Assistant
Adm ni strator, the Deputy Assistant Adm nistrator, and the Chi ef
Financial Cficer/Chief Admnistrative Oficer each have their own
letterhead. Letterhead for the Assistant Adninistrator and the Deputy
Assi stant Admi nistrator may be obtained only fromthe Executive
Affairs Ofice.

Al'l correspondence prepared for signature by other persons |located in
NWS headquarters in Silver Spring, Maryland, is printed on "generic"
NWS stationery. This would include correspondence prepared for the
signature of the Pernmanent Representative of the US. wth the Wrld
Met eor ol ogi cal Organi zati on.

Correspondence prepared for signature by officials at NOAA and DOC

shoul d be submitted to EA on plain bond paper. This correspondence
will be electronically transmtted to the NOAA Executive Secretariat
where it will be printed in final formon the appropriate |etterhead
and submitted for signature.



CHAPTER 4: THE LETTER

The letter format is used for communi cati ons addressed to an

i ndi vi dual or organization outside NW/ NOAA/DCC. It is also used for
personal i zed comruni cati ons, such as letters of appreciation, etc.,
addressed to an individual or organization wthin NWS

Letters prepared within NAS fall into four categories:

Non- Congr essi onal letters

NWS- Control | ed Congressional letters

NOAA/ DOC- Contr ol | ed Non- Congressional letters
NOAA/ DOC- Control | ed Congressional letters

See the sanple letters at the end of this Chapter and at the end of
Chapter 6 (regarding correspondence prepared for the Secretary). In
addition to formatting differences, the follow ng content differences
shoul d be kept in mnd.

. Letters signed by the AA or DAA do contain a reference to the
date of the inconi ng

. Letters to be signed at the NOAA or DOC | evel do not contain a
reference to the date of the incom ng

. The conplinmentary closing for the AA or DAAis "Sincerely."

. The conplinmentary closing for signatures at the NOAA or DOC

| evel s are often different fromthose for NW5. Currently (9/01),
the closing at the NOAA [evel is "Sincerely,” and for the
Secretary is "Warmregards." Check with EAif you are uncertain
about a conplinentary cl osing.

. The contact office and person given for further infornation
vari es anong NW5, NOAA, and DOC. Check the sanple letters for
t he appropri ate | anguage.

The appearance of your letter is as inportant as the content. The

format of all letters should be consistent with the foll ow ng

gui del i nes.

. Courier New (preferred) or Courier font with 11-point print style
is recomended on all correspondence. Boldface, italics, or
underlining should not be used for enphasizing text.

. Do not indent paragraphs.

. Al ways put two spaces after a period at the end of a sentence.



. All letters are to be centered on the page--top, bottom right,
and left margins. Use the automati c page-centering feature in
Wor dPer f ect (format >page>cent er >current page or current and
subsequent pages>CK).

. Mar gi ns shoul d be even and should be 1 inch on all sides.
. Use left-justification.
. Al I NWS/ NOAA/ DOC correspondence is to be single spaced and in

nodi fi ed- bl ock style. Doubl e space between paragraphs.

Date

For docunents signed in your office, place (stanp) the date slightly
to the right of the center just two spaces below the final |ine of the
return address. Please be sure the date stanped is legible. (Note:
Dates are put in the sane place for letters and nenoranduns.)

Do not date correspondence which will be signed in another office, but
remenber to | eave space for the date.

Inside Address

Type the inside address flush with the left margin. On the

first line, type addressee's full nane preceded by M., Ms.,

Ms., Dr., Professor, or The Honorabl e--as appropriate. |If it is not
known whet her the addressee is a man or a worman, omt the title. For
exanpl e, use "Lee Doe" (Dear Lee Doe:).

The addressee's title, followed by the name of the organization
begins on the second line and may be carried over to the third
line, if necessary. Wien carrying an organization nanme over to the
next line, indent two spaces.

Example:

M. Mke Melton

Director, Col bert County Emergency
Managenent Agency

120 West Fifth Street

Tuscumbi a, Al abama 35674
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If the individual's title is lengthy, i.e., Chairman of the Board or
Chi ef Executive Oficer, put it on the second line by itself and the
conpany's nane on the next |ine.

Example:

M. Gerard F. Scannel

Presi dent and Chi ef Executive Oficer
Nati onal Safety Council

1025 Connecti cut Avenue, N. W

Washi ngton, D.C. 20036-5405

Spel | out the name of the organization exactly as it appears on the
| etterhead. No abbreviations are used in the nane of the firmunless
they are used on the firm s |etterhead.

Suite/roomnunbers are not included in the inside address. They
shoul d only be shown on the envel ope.

If the address reflects both a Post O fice box nunber and a street
address, only the street address should be reflected in the letter.
However, if only a Post O fice box nunber is given (no street
address), then show the Post Office box on the inside address.

Spell out the nane of the state in the inside address. Do not use
two-letter state abbreviations. They may be used on the envel ope,
however. Put two spaces between the state and the zip code. |If
known, use the full nine-digit zip code on the outgoing letter and
envel ope.

"Attention" lines are only acceptable if the incom ng correspondence
requests that the response be directed to soneone on the witer's
staff. (This often occurs in congressional correspondence.) Use the
foll owing format.

Example:
The Honor abl e Constance Morella
House of Representatives
ATTN.  John Howard
Washi ngton, D.C. 20515-1122
Salutation

Doubl e space between the inside address block and the salutation. A
colon follows the salutation, even when the salutation refers to a
person by nane.

Examples:

Dear M. Jones: Dear Ms. Smith: Dear GCeorge:

11



Address all wonen as "Ms." unless the inconing correspondence
specifically indicates a preference for "Ms.," "Mss," or sonme other
title.

When corresponding to a conpany and no person's nane is given, then
use the followi ng salutation:

Dear Sir or Madam

Body of Letter

Do not indent paragraphs.

Begin the first paragraph of each letter with "Thank you for your
letter regarding..." followed by a brief description of the subject of

the incoming letter. |If the letter is unfavorable to NW5, it is
appropriate to begin: "This is in response to your |etter
regarding..." Refer to the date of the incom ng letter in responses

prepared for signature by the AA or DAA. However, do not refer to the
date of the inconming letter in responses prepared for signature at the
NCAA or DCC | evel s.

Doubl e space between paragraphs. The first and | ast paragraphs nay be
one sentence. All other paragraphs nust be nore than one sentence

There should only be one "thank you" in a letter. The |ast paragraph

m ght read "W appreciate your interest (or concern)" or "Your
interest is appreciated," depending on tone of letter.

Complimentary Close

Doubl e space between the final paragraph of the letter and the
conplinmentary close. The conplinentary close used by N and NOAA i s
"Sincerely" and should be placed slightly to the right of the center
of the page (at Pos 4.5 in Courier New 11).

Signature Block

Type the nane of the signer five lines belowthe closing. The title
is not necessary when it is shown on the letterhead. In cases where

12



the letterhead does not indicate the title of the signer, type both
the nanme and the title.

Examples:
Si ncerely, Si ncerely,
Name Name
Title
Carryover Title
Enclosure

If additional material is to be included with the letter, type the

word "Encl osure" (or "Enclosures" for nore than one item) two spaces

bel ow t he signature block, flush with the left margin. |If a letter

has an enclosure, the text should include a reference to it.
Examples:

A list of NWS enployees is encl osed.
Encl osed is a sunmary of the report.

NOTE: "Attachnent" is not used for letters; it is used for nmenorandum

Courtesy Copy Notation

The use of "cc:" is discouraged on letters addressed to individuals or
organi zations outside of NWs. If information or courtesy copy (cc:)
distribution is shown on the original to informthe addressee as to
the other recipients, type the "cc:" notation flush with the left

margin, two |ines belowthe last typed line. Insert two spaces after
the "cc:" notation, and type the recipient's nane. Do not use routing
codes to a person outside NOAA. If there is nore than one recipient,

type the second and succeeding nanes lined up with the first one.
Example:

cc: Mary Johnson, NASA
Paul Jones, NW5B

13



If the witer wi shes to show that the individuals receiving copies are
receiving (or not receiving) enclosures, it is noted as foll ows:

cc: Mary Johnson, NASA (w encl osure)
Paul Jones, NWS (w o encl osure)
or

bcc: (w o enclosure)

Blind Courtesy Copy Notation

If the witer wi shes that copies of the letter be distributed w thout
the list being shown on the original, the blind courtesy copy (bcc:)
notation is typed on the NW5 file copy only. Use the sane formt used
for the courtesy copy notation.

Example:

bcc: Mary Johnson, NASA
Paul Jones, NW5

NOTE: |Indicate only one bcc: for each programoffice included in the
bcc list; that office can then do its own internal distribution.

Courtesy Copy Protocol Order

Entries in cc and bcc lists should be listed in protocol order as
fol | ows:

Qut si de DOC WcdC O
DOC WIA
NOAA W Com
w W EEO
W1 W NP
W CFO W ER
W OST W SR
W GS W VR
W OPS W CR
W OHD W AR
W SP W PR

Drafter and File Location Information Sheet

This separate page has the drafter's name and tel ephone nunber and the
file location in case soneone other than the drafter needs to retri eve

14



the file. It also indicates the initials of the person responsible
for formatting, spell-checking, and proofreadi ng the docunment, and the
date the letter was originally drafted.

The identification (ID line will be flush with the left margin. It
will indicate the originator's routing code; first initial and first
letter of last nanme in capitals, with the rest of the last name in

| oner case (typed without spaces); tel ephone nunmber, with extension
nunber; initials of person responsible for fornmatting, spell-checking,
and proofreadi ng the docunent (in | owercase); and the date typed. All
elements of the IDIine will be separated by col ons.

Example:

W OS2: LSmi th: 713-1234x567:jt:7/22/ 01
A\ FRANKLTR WPD

As the correspondence goes through the clearance process, any
revi sions should also be noted on the drafter and file | ocation
informati on sheet and the file copy of the proposed correspondence.
Example:
Revi sed: WOS2:1s:7/23/01
Revi sed: WQOS2:1s:7/25/01

Multiple Letters

When preparing a letter to nore than eight (8) addressees for the
signature of the AA or DAA (such as award or recognition letters)
subnit one conpleted letter for signature along with a conplete |ist
of nanes and addresses and salutations for the reminder of the
addresses. The list should be formatted as foll ows: single spacing
wi thin each address; doubl e-spacing between last |ine of address and
sal utation; and doubl e-spaci ng between sal utati on and next nane:

Example:

M. Joseph Price

2335 Broad Street

Anypl ace, Pennsylvania 22344
Dear M. Price:

Ms. d adys Snythe

56734 d enhaven Lane

Jonesvill e, Tennessee 33456

Dear M's. Snyt he:

15



Place the |list of addressees on the left inside of the folder, under
t he Background Summary. The renminder of the letters will be signed
usi ng the autopen on electronic versions of the letters.

In order to use the autopen process, a floppy disk nmust be subnmitted
to EA containing (1) the list of addressees, formatted as stated
above); and (2) the conpleted letter. These two docunents will then
be nerged and the signature affixed by use of the autopen

16



Sample: Non-Congressional Letter

(to be dated when signed)

M./Dr./ M./ Ms. (Nane)
4567 Honmet own Lane
Myt own, Mystate 12345-6789

Dear M./Dr./Ms./Ms. (last nane):

[ Courier New, 11-point; no indent; centered on page] Begin the first
par agr aph of each letter with "Thank you for your letter dated

June 22, 2001 [NOTE: If letter is to be signed at the NOAA or DCOC

| evel, do not include the date of the incoming letter], regarding..."
followed by a brief description of the subject of the inconing letter.
If the letter is unfavorable to NW5, it is appropriate to begin:

"This is in response to your letter dated June 22, 2001 regarding..."

Doubl e space between paragraphs. The first and | ast paragraphs nay be
one sentence. All other paragraphs nust be nore than one sentence.

There should only be one "thank you" in a letter. The |ast paragraph
m ght read "W appreciate your interest (or concern)..." depending on
tone of the letter

Si ncerely,

Encl osure
cc: Charles Forrest
For non-NOAA-Controlled letters, show on NWS file copy only:

bcc: WGOS - G Mandt
WOPS - W Tel eset sky

On separate page show the drafter's ID and file location:

W OS2: LSmi th: 713-1234x567:jt: 7/ 22/ 01
A\ FRANKLTR WPD

For NOAA-Controlled letters, show on NWS file copy only:
bcc: ES [and other offices as appropriate for clearance/ coordi nation]

Control # 45678
W OS2: LSmi th: 713-1234x567:jt:8/ 01/ 01

17



Sample: NWS-Controlled Congressional Letter
(to be dated when signed)
The Honor abl e ( Nane)
House of Representatives
Washi ngton, D.C. 20515-6210
Dear Representative (last name):
[ Courier New, 11-point; no indent; centered on page] Begin the first

par agraph of each letter with "Thank you for your letter dated
June 22, 2001, [on behal f of (name of constituent if there is one)]

regarding..." followed by a brief description of the subject of the
incoming letter. |If the letter is unfavorable to NW5, it is
appropriate to begin: "This is in response to your letter dated June

22, 2001 regarding..."

Doubl e space between paragraphs. The first and | ast paragraphs nay be
one sentence. All other paragraphs nmust be nore than one sentence.

There should only be one "thank you" in a letter. The |ast paragraph
m ght read "W appreciate your interest (or concern)..." depending on
tone of the letter. Also include in the |ast paragraph, if
appropriate, a contact for further information. |If the letter isto
the Menber of Congress: "If you have any questions, please contact
(name) of the NOAA Legislative Affairs Ofice at 202- xxx-xxxx." |If
the response is addressed directly to the constituent, by request of
the Menber of Congress: "If you have any questions, please contact
(name of contact person in the field) at XXX-XXX-XXxX."

Si ncerely,

Encl osure

cc: Representative (Nanme)'s D.C. office
(if original sent to other office by request of Menber of Congress)

Show on NWS file copy only:

bcc: GCW LAW [and other offices as appropriate for clearance and/ or
coor di nati on]

On separate page show the drafter's ID and file location!

W OS2: LSm th: 713-1234x567:jt:7/22/ 01
A\ FRANKLTR WPD

18



Sample: NOAA/DOC Controlled Congressional Letter
(to be dated when signed)

The Honor abl e ( Nane)
United States Senate
Washi ngton, D.C. 20515-6210

Dear Senator (last nane):
[Courier New, 11-point; no indent; centered on page] Begin the first

par agraph of each letter with "Thank you for your letter [on behalf of
(nanme of constituent if there is one)] regarding..."” followed by a

bri ef description of the subject of the incomng letter. |If the
letter is unfavorable to NOAA, it is appropriate to begin: "This is
in response to your letter regarding..." If the letter is to be

signed by the AA or DAA, refer to the date of the incoming letter in
your response in NOAA/DOC-controlled congressional correspondence. If
the letter is to be signed by the Under Secretary or the Secretary, do
not refer to the date of the incoming letter.

Doubl e space between paragraphs. The first and | ast paragraphs may be
one sentence. All other paragraphs nmust be nore than one sentence.

There should only be one "thank you" in a letter. The |ast paragraph
mght read "I appreciate your interest (or concern)” or "Your interest
i s appreciated" depending on tone of the letter. Also include in the
| ast paragraph, if appropriate, a contact for further information. |If
the letter is to the Menmber of Congress: "If you have any questions,
pl ease contact (nane) of the NOAA Legislative Affairs Ofice at

202- XXX- XXXX. "

Si ncerely,

Encl osur e

On separate page show the drafter's ID and file location:

W OS2: LSmi th: 713-1234x567:jt:7/22/ 01
A\ FRANKLTR WPD

For NOAA-Controlled letters, show on NWS file copy only:
bcc: ES, GCW LAW [and other offices as appropriate for clearance
and/ or coordi nati on]

Control # 45678
W OS2: LSmi th: 713-1234x567:jt:8/ 01/ 01
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CHAPTER 5: THE MEMORANDUM

The nmenorandum format is used for conmuni cati ons addressed to an
i ndi vi dual or organization wthin NAS/ NOAA/ DOC.

Menos prepared within NWAS fall into several categories. Although al
nenos follow the basic fornat, the purpose of the nmenp affects
additional features. For exanple, a cover nenmo from NW6 to NOAA has a
"DRAFTED BY" line. See a discussion of the cover neno bel ow as well
the sanples of nenbs at the end of this Chapter and at the end of
Chapter 6 (regarding correspondence prepared for the Secretary) for
addi ti onal gui dance.

NOTE: Al nenoranda addressed to the Under Secretary, Assistant
Secretary, Deputy Under Secretary, and Chief Scientist nust be
prepared for signature by the Assistant Administrator. The Deputy
Assi stant Adm nistrator can sign the nmenorandum "for."

Al'l nmenoranda addressed to the Secretary nust be prepared for
signature by the Under Secretary and nust be acconpani ed by a cover
memo fromthe AA to the Under Secretary

The appearance of your nmenorandumis as inportant as the content. The
format of all menos should be consistent with the follow ng
gui del i nes.

. Courier New (preferred) or Courier font with 11-point print style
is recomended on all correspondence. Boldface, italics, or
underlini ng shoul d not be used for enphasizing text.

. Do not indent paragraphs.

. Al ways put two spaces after a period at the end of a sentence.

. Al menos should start at |east eight |ines below the printed
letterhead. |If space does not allow, the nmenp may begin higher

on the page. Menps are not centered on the page.

. Mar gi ns shoul d be even and should be 1 inch on all sides.
. Use left-justification.
. Al'l NW5/ NOAA/ DOC correspondence is to be single spaced. Double

space between paragraphs.
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Date

Stanp the date two lines below and to the right of center.

Heading and Subject Block

Ideally, if space allows, begin the nenorandum at | east eight |ines
bel ow the printed |etterhead. And, of course, if space does not
al l ow, you may begi n higher on the page. Menoranda are not centered
on the page.

Flush with the left margin, type the words "MEMORANDUM FOR:." Tap the
space bar two tinmes and type the nane of the individual to whom you
are sending the menmorandum Directly below, in line with the first
letter of the first name, type the individual's title (if any). If
there is notitle, then type the office in which the person works.

Fol l owi ng are exanpl es of the "MEMORANDUM FCR:" |ine when witing to
the Under Secretary and the Deputy Under Secretary:

MEMORANDUM FOR:  ( Nane)
Under Secretary for Cceans and At nosphere

kkkkk k)%

MEMORANDUM FOR:  ( Nane)
Adm ni strator and Deputy Under Secretary for
Oceans and At nosphere

Drop down two |ines and type the word "FROM " flush with the left
margin. Type the name of the sender so that it starts at the sane
colum as the nanme of the person to whomthe nmenorandumis addressed.
If the menop is not being prepared on the sender's |etterhead, the
sender's title nmust be shown directly under the nanme. |ndent two
spaces for any carryover lines for the title

Drop down two nore lines and type the word "SUBJECT:" flush with the
left margin. Start the title of the subject at the sane point as the
nanmes in the two lines above. If the subject line is nore than one
line, begin the subsequent lines directly under the first letter of
the first word of the subject (do not indent) Drop down three |lines
and begin the body of the nmenorandum

Do not indent paragraphs.
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Example:

MEMORANDUM FOR:  ( Nane)

Under Secretary for Oceans and At nosphere
FROM ( Nan®)
SUBJECT: P00 0V 0000009000090 0.9.9.0.9.9.0.0.99.9.9.09.4

The title of the person identified in the "FROM' |ine is not typed
unl ess the sender's title is not printed on the |etterhead.

Alternatives to the "Thru" Line

"Thru" lines are not used. |If you wish to show concurrence by anot her
i ndi vidual within N5, there are two alternati ves.

. Add the individual's name to the "FROM' bl ock along with the nane
of the person signing the nenorandum The nane of the person who
is the higher official would be listed first. For exanple, if
the Director of the Ofice of Cinmate, Water, and \Wat her
Services wanted to send a nmenorandum to the Assi stant
Adm ni strator for Wather Services but wanted the concurrence on
record of the Deputy Assistant Adm nistrator for Wather
Servi ces, the nenorandum shoul d be addressed as foll ows:

MEMORANDUM FOR:  John J. Kelly, Jr.
Assi stant Adm ni strator
for Weat her Services

FROM John E. Jones, Jr.
Deputy Assistant Adm nistrator
for Weat her Servi ces

Gregory A Mandt
Director, Ofice of Clinmate, Water,
and Weat her Servi ces

. O, you could add a concurrence line at the bottom of the
menor andum e. g.:

John E. Jones, Jr. Dat e Concur Do not concur
Deputy Assistant Administrator
for Weat her Services
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Multiple Addressees

If the nmenmorandumis going to two individuals and you want to include
their titles, address as foll ows:

MEMORANDUM FOR:  ( Name)
Director, Ofice of Science & Technol ogy

( Narre)
Director, Ofice of Operational Systens

When addressing nmenoranda to the NWs Office Directors and Regi onal
Directors as a group, the menorandum shoul d be addressed as foll ows:

MEMORANDUM FOR:  Directors, NAS Headquarters O fices
Directors, NW Regi ons

When addressing nenoranda to all NWS el enents, the nmenorandum shoul d
be addressed as fol |l ows:

MEMORANDUM FOR:  Directors, NW Headquarters O fices
Directors, NW5 Regi ons
NS Staff O fices

If your office is sending a nmenorandumto all NWS el enments which wll
not be signed by the AA or DAA, add themto the cc list.

I f you use Directors, NWS Headquarters Offices, the followi ng offices
woul d receive copi es.

Chief Financial Oficer/Chief Admnistrator Oficer
O fice of Science & Technol ogy

Ofice of Aimte, Water, and Weat her Servi ces

O fice of Hydrol ogic Devel opnent

O fice of (perational Systens

Chief Information Oficer

If you use Directors, NWS Regions, the followi ng offices would receive
copi es.

Nati onal Centers for Environmental Prediction
Al aska Region

Central Regi on

Eastern Regi on

Paci fic Regi on

Sout hern Regi on

West ern Regi on

NOTE: The Tropical Prediction Center/National Hurricane Center, Storm

Prediction Center, Aviation Wather Center, Central Operations,
Envi ronmental Mbdeling Center, Hydroneterol ogi cal Prediction Center,
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Marine Prediction Center, and Clinmate Prediction Center fall under the
National Centers for Environmental Prediction organizationally, which
is a regional office.

If you use NwS Staff Offices, the follow ng offices would receive
copi es.

Strategic Planning and Policy Ofice
International Activities Ofice
Conmmuni cations O fice

Executive Affairs Ofice

Equal Enpl oyment Opportunity O fice

See the Appendi xes for the standardi zed NW5 distribution |ists.

If you have multiple (nore than two) addressees who do not conprise a
standardi zed group |like those |isted above, address the nenp to
“Distribution.” Type “Distribution:” flush with the left margin, two
lines belowthe |last typed line. Drop down a |ine and begin a list of
the individuals. The use of routing codes is appropriate on
distribution lists for menorandum

Example:

Di stribution:

W CFO - Mark Brown

WOPS - Walter Tel esetsky
WC O - Carl Staton

WWR - Vicki e Nadol ski

Entries in distribution lists should be in the protocol order shown
below in the Courtesy Copy Protocol Order section. I|f a nenp contains
both a distribution list and a courtesy copy notation, list the
distribution first. Start the cc: notation two |ines belowthe
distribution list.

Signature

Signature on the menorandumis to the right of the typewitten nanme on
the "FROM " [i ne.

Attachment

The word "Attachment” is to be typed two |ines bel ow the body of the

menor andum  As nentioned previously, "attachnment" is used when
writing nenoranda, and "enclosure" is used when witing letters.
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Courtesy Copy Notation

If courtesy copy distribution is shown on the original to informthe
addressees as to the other recipients, type the “cc:” notation flush
with the left margin, two Iines below the last typed Iine. Insert two
spaces after the “cc:” notation, and type the recipients name. |If
there is nore than one recipient, type the second and succeedi ng nanes
lined up with the first one. The use of routing codes is appropriate
on menor andum

Example:
cc: WOS - Gegory Mandt
W SP - Edward Johnson

Blind Courtesy Copy Notation

If the witer wi shes that copies of the nenp be distributed w thout
the list being shown on the original, the blind courtesy copy (bcc:)
notation is typed on the NWs file copy only. Use the sane fornmat used
for the courtesy copy notation.

NOTE: |Indicate only one bcc: for each programoffice included in the
bcc list; that office can then do its own internal distribution.

Courtesy Copy Protocol Order

Entries in cc, bcc, and distribution lists should be in protocol order
as follows:

Qut si de DOC wdCl O
DCC WIA
NOAA W COM
W W EEO
W1 W NP
W CFO W ER
W OST W SR
W Cs W VR
W OPS W CR
W OHD W AR
W SP W PR

Drafter and File Location Information Sheet

This separate page has the drafter's nanme and tel ephone nunber, the
file location in case soneone other than the drafter needs to retrieve
the file, and the date the letter was originally drafted.
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The identification (ID line will be flush with the left margin. It
will indicate the originator's routing code; first initial and first
letter of last nane in capitals, with the rest of the last nane in

| oner case (typed without spaces); tel ephone nunber, with extension
nunber; the initials of person responsible for formatting,

spel | - checki ng, and proofreadi ng the docunent (in |owercase); and the
date typed. All elenents of the IDIline will be separated by col ons.

Example:
W OS2: LSm th: 713-1234x567:jt:7/22/ 01

A\ FRANKLTR WPD

As the correspondence goes through the cl earance process, any
revi sions should al so be noted on the drafter and file | ocation
i nformati on sheet and the file copy of the proposed correspondence

Example:

Revi sed: WO0OS2:1s:7/23/01
Revi sed: WO0OS2:1s:7/25/01

Cover Memorandum

The cover nenorandum docunents the approval of correspondence which is
being forwarded for higher-level signature. The format for the cover
meno is the sane as that for the basic nenp. It is not necessary to
restate the incom ng correspondence or summari ze the response,
provided that all issues are answered and no additional background
information i s necessary.

Text. The text of the cover neno will usually consist of one
sentence: I recommend you sign the attached (memorandum, letter,
etc.). Only rarely will nore information be required. It is
unnecessary to repeat what is in the attached correspondence to be
signed; the signer will not be signing w thout reading the
correspondence.

Pl ease state the NOAA/DOC control nunmber in the "SUBJECT" line if one
has been assi gned.

"DRAFTED BY" Line. The final itemon the cover nmenorandum whi ch
acconpani es correspondence prepared for higher-1level signature
(NOAA/DQOC) is the line identifying the drafter. This information is
necessary in case the reviewers have questions on the material. See
an exanpl e bel ow and the Sanpl e Cover Menorandum follow ng this
Chapter. The "DRAFTED BY" line is placed at the left margin three to
five lines bel ow the body of the menorandum and contains the foll owi ng
i nformati on:
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First initials and surname of drafter

Narme of office of drafter

O fice code of drafter

Tel ephone nunber of drafter (include the area code)

Initials of person responsible for formatting, spell-checking,
and proofreadi ng docunments being submitted (in |lowercase letters)
. Date the letter was originally drafted

Exanpl e:

DRAFTED BY: TRoss, O fice of Services, WO0OS7, 301-713-1792 x114
abc: 7/ 20/ 01

Decision Memorandum

To obtain approval from or recomend an action by the Assistant

Adm ni strator or Deputy Assistant Adm nistrator for a certain
activity, a decision nenorandumis appropriate. This formof nmenpo is
al so used when the AA or DAA seeks approval or action fromthe Under
Secretary or Secretary.

The content shall concisely present the facts, necessary background,
options considered, positive and negative aspects of the decision, and
a recommendation. The recommendati on shall be expressed so it can be
approved or di sapproved.

See the sanpl e Decision Menorandum at the end of this Chapter for
gui dance on format and content of this type of neno. Al so see
Chapter 6 for guidance on preparing a decision nmenorandumto the
Secretary.

Information Memorandum

To advise the AA or DAA, an information nmenorandumis appropriate.
Exanpl es of the use of this type of nenp are power outages, comnputer
problenms, etc. This formof nmeno is also used to informthe
Secretary.

The content shall concisely present the facts.

See the sanple Informati on Menorandum at the end of this Chapter for
gui dance on format and content of this type of neno. Al so see
Chapter 6 for guidance on preparing an information nmenorandumto the S
Chapter 6 for guidance on preparing an information nmenorandumto the
Secretary.
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Sample: Basic Memorandum Format

(to be dated when signed)

MEMORANDUM FOR: Nane
(AI'l menos to, or for the signature of, officials
in NOAA nust use the title; do not use routing

codes. Indent any carryover lines by two spaces.
FROM Name
SUBJECT: A brief statenent of what the nmeno is about, usually

no nore than 10 words; do not indent carryover |ines.

[Courier New, 11-point; no indent; start nmeno at |east 8 |ines down
fromthe top of the page] The text starts triple spaced (two bl ank
lines) below the SUBJECT line. Text is always single spaced, with
doubl e spaces between paragraphs.

XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XX XX XX XXX XXXXXKXXXXXXXXX XXX X

XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XX XXX XXXXXKXXXXXXXXXXXXXXXXXXXX XXX
XXX XXX XXX XXX XXX XXX .

Att achment s

cc: Johnny Boone

Show on NWS file copy only:

bcc: WOS - G Mandt
WOPS - W Tel eset sky

On separate page show the drafter's ID and file location:

W OS2: LSmi th: 713-1234x567:jt:7/22/01
A\ FRANKLTR WPD
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Sample: Cover Memorandum Format

(to be dated when signed)

MEMORANDUM FOR:  Nan®e
Under Secretary for Cceans and At nosphere

FROM Nare

SUBJECT: Response to Senat or Jones; Control No. 37649

I reconmend you sign the attached letter. [Courier New 11-point; no
indent; start nmenp at least 8 lines down fromthe top of the page]

At t achnment

DRAFTED BY: TRoss, Ofice of Services, WQ0OS7, 301-713-1792 x114:
abc: 7/ 20/ 01
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Sample: Decision Memorandum

(to be dated when signed)

DECI SI ON MEMORANDUM FCR THE (Title)
FROM Name

SUBJECT:  XXXXXXXXXXXXXXX
[ Courier New, 11-point; no indent; start meno at | east
8 lines down fromthe top of the page]

ACTI ON- FORA NG EVENT: (The nature of the event requiring or
suggesting action —and the degree of flexibility associated with

it.)

. ANALYSI S: (Qutline history, current status, possible options and
i npacts —financial or other public policy considerations.)

I11. RECOMMENDATI ONS: (Indicate single recomrendati on or |ist
options.)

V. DECI SI ON:

Appr ove Approve as anended Rej ect No action

(I'f options are contained in recomendation, indicate options(s)
referred to above by placing the appropriate nunber(s) in the
space above.)

NOTE: \Where necessary, tabs may be attached to Deci si on Menoranda.
However, as in the case of other witten materials, brevity is
i nportant. Sel dom shoul d a Deci si on Menorandum be | onger than one or

two pages, and tabs, whenever possible, should be limted to five or
| ess.
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Sample: Information Memorandum

(to be dated when signed)

I NFORMATI ON MEMORANDUM FOR THE (Titl e)
FROM Nanme
SUBJECT: XXXXXXXXXX

[ Courier New, 11-point; no indent; start neno at |east
8 lines down fromthe top of the page]

SUMVARY
(Three sentences or |ess)

1. DI SCUSSI ON
(Pl ease be conci se)

NOTE: | nformati on Menoranda shoul d not rai se i ssues for decision.
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CHAPTER 6: CORRESPONDENCE PREPARED FOR THE SECRETARY

Al l docunents prepared for subm ssion to the Secretary are presented

t hrough and by signature of the Under Secretary for Cceans and

At nosphere. There are special formats for specific docunents prepared
for the Secretary, as set forth bel ow

. Cover Memorandum for the Secretary

A cover neno fromthe Under Secretary to the Secretary is

subm tted whenever the Secretary's signature is required (e.g., a
DOC/ NOAA controlled letter to be signed at the Secretary |evel).
See Chapter 5 for guidance on general format of the cover neno.

. Letter Response for the Secretary

Letters prepared for the Secretary's signature contain specific
| anguage regardi ng the contact for additional information, and
may use a conplinentary close different fromthat for the

Assi stant Adm nistrator and the Under Secretary. See sanple for
gui dance.

. Information Memorandum for the Secretary
This menmo is used to transnit information the Secretary has a
real need to know. Exanples would be reports of severe storm
damage, conputer problens, etc.

. Decision Memorandum for the Secretary
If the Assistant Admini strator wishes to obtain approval from or
recommend an action by the Secretary for a certain activity, a
deci si on nmenmorandum i s required.

. Request for Secretary's Participation in an Event/Meeting

Thi s docunment is used whenever the Secretary is requested to
attend an event.

. Briefing Summary for Meeting with the Secretary

Thi s docunent is used whenever a neeting with the Secretary has
been schedul ed and a briefing is necessary. It nmust be submitted
to the Under Secretary for signature prior to the neeting. The
Under Secretary will then sign the briefing and submit it to the
Secretary.
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. Thank You Letter Following the Secretary's Travel

The office that plans or prepares the briefing material for a
given trip event is responsible for preparing a thank you letter
related to the event. The thank you letter should be prepared

i medi ately after the Secretary's return fromforeign or donestic
travel, and nust be received by the Ofice of the Secretary
within three work days after the return fromtravel. See the
sanpl e Letter Response for guidance on preparing a letter for the
Secretary's signature.

Sampl es of the various nenos and ot her docunents prepared for the
Secretary foll ow.
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Sample: Cover Memorandum for the Secretary

(to be dated when signed)

MEMORANDUM FOR THE SECRETARY
FROM Name
SUBJECT: State the actual subject, not "Response to James Brown."

Keep the subject Iine as brief as possible.

[Courier New, 11-point; no indent; start at least 8 |ines dow] Start
the text with "Forwarded for your approval and signature is a letter
to (nane) regarding (subject matter)..." Follow this with a few
lines describing the contents of the letter.

At t achment

Recommendati on

That you sign the attached letter.
Cl earances: See attached NOAA cl earance sheet.

Executive Secretariat C earance:

Tracy B. MKi bben Dat e
(This name will change
frequently)
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Sample: Letter Response to be Signed by Secretary

(to be dated when signed)

M. A Nane

Title

Organi zati on

Address (do not use P.O unless that is the only address)
City, State Zp

Dear M. Nane:
[Courier New, 11-point; no indent; centered on page] Thank you for
your letter regardi Nng XXXXXXXXXXXXXXXXXXXXXX
XXXXXX XXX XXX XX XXX XXX XXX XXX XXX XXX XXXXXXXXXXKXXXXXXXXXXXXKXXXXXXX
For all Secretarial correspondence going to nenbers of Congress,
governors, nmmyors, or state representatives, use the following: *“If
you have any further questions, please call nme or Brenda Becker,
Assi stant Secretary for Legislative and Intergovernnental Affairs, at
(202) 482-3663.~
| appreciate your interest (concern)XxXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXX XXX XXX XXX XXX XXX XXX XXX XXX XX XXX XXX XXX XX XX XX XXXX XXX XX XX XXX XXX

War m r egar ds,

(leave 5 lines between the close

and the nane)

Name of the Secretary
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Sample: Information Memorandum for the Secretary

(to be dated when signed)

I NFORVATI ON MEMORANDUM FOR THE SECRETARY
FROM Nanme

SUBJECT: [Courier New 11-point; no indent; start at
| east 8 Iines down]

SUMVARY
(Three sentences or |ess)

. DI SCUSSI ON
(Pl ease be conci se)

NOTE: | nformati on Menoranda shoul d not rai se i ssues for decision
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Sample: Decision Memorandum for the Secretary

(to be dated when signed)

DECI SI ON MEMORANDUM FCR THE SECRETARY
FROM Name

SUBJECT: [Courier New 11-point; no indent; start at
| east 8 Iines down]

l. ACTI ON- FORA NG EVENT: (The nature of the event requiring or
suggesting action —and the degree of flexibility associated with
it.)

I1. ANALYSIS: (Qutline history, current status, possible options and
i npacts —financial or other public policy considerations.)

I11. RECOMMENDATI ONS: (I ndicate single reconmendation or |ist
options.)

V. DECI SI ON:

Appr ove Approve as anended Rej ect No action

(I'f options are contained in recomendation, indicate options(s)
referred to above by placing the appropriate nunber(s) in the
space above.)

NOTE: \Where necessary, tabs nmay be attached to Decision Menoranda
However, as in the case of other witten materials directed to the
Secretary, brevity is inmportant. Seldom should a Decisi on Menorandum
be | onger than one or two pages, and tabs, whenever possible, should
be limted to five or |ess.
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Sample: Request for Secretary's Participation in an Event/Meeting

Accept

TO

FROM

REQUEST:

PURPOSE:

DATE AND TI MES:

DURATI ON:

LOCATI ONS:

PARTI Cl PANTS:

OUTLI NE OF EVENTS:

REMARKS REQUI RED

MEDI A COVERAGE

CONTACT:

(to be dated when signed)

Regr et Pendi ng

(Nane)
Di rector, Scheduling

(Nane)
Under Secretary for Cceans and
At nosphere

Enter exactly what you want the Secretary
to do in as few words as possible

Enter the reasons why the Secretary should
honor the request. Enter the desired
out comne.

March 22, 2001
Meeting 9:00 a.m - 12:30 p.m
Reception 1:00 p.m - 3:00 p. m

Enter the anmount of tine the Secretary
woul d be conmitted.

Enter the location and a preferred | ocation
in case of inclenent weather.

Enter the names and titles of officials
attending. |If they have not confirnmed
their attendance, put (Invited) after their
names. |f there are nore than five
participants, attach their nanes and titles
on a separate page.

Li st the sequence of events and a
description of the Secretary's
participation. Include appropriate dress
(formal, business, business casual,
casual ).

Enter any remarks required, for exanple, a
maj or speech, tal king points, or brief
remar ks and who will be preparing the
remar ks.

List the type of nmedia, photo coverage, if
any.

Enter the name, title, and tel ephone nunber

of the person to contact for nore
i nformati on.
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Sample: Briefing Summary for Meeting/Event with the Secretary

NOTE: This is one of the few docunents prepared for DOC/ NOAA t hat
uses different spacing, a different font, and uses bol df ace for
enmphasis. It is prepared in 12 point, Tinmes New Roman, single spaced.
Al so, please note the “Sensitive” notation which applies to the

fini shed document.

MEETING/INTERVIEW WITH ...., OR NAME OF EVENT

DATE:

TIME:

LOCATION:

FROM: (Indicates most senior agency/office official that has reviewed and
approved document.)

Prepared by: (Identifies name and telephone of a knowledgeable individual that

the Secretary or senior staff may contact for further information
about the event.)

OBJECTIVE/SECRETARY ROLE

(First and foremost—state up front, very clearly, the most important goal the Secretary should
accomplish at this meeting. Identify additional goals the Secretary should accomplish, and if
relevant, which individuals the Secretary should be certain to speak with or recognize. Also state
competing goals of other meeting/event attendees.)

BACKGROUND

(Provides all essential information the Secretary needs for his participation; any additional
background should be attached separately, e.g., talking points, speeches, bios, and indicated as
attachments.)

PARTICIPANTS
(Identifies individual's relevant affiliation(s) and should separate government from non-
government participants.)

PRESS PLAN
(Indicates if event is open or closed to press, and if open, identifies expected press participants
and whether there will be a question/answer session with the press.

SEQUENCE OF EVENTS
(Focuses on events taking place while the Secretary is in attendance with actions to be taken by
the Secretary in bold type.

LIST OF ATTACHMENTS
(Identifies all attachments in detail, e.g. talking points, speeches, bios, additional information.)

SENSITIVE & PRIVILEGED: DO NOT COPY WITHOUT PERMISSION
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CHAPTER 7: ASSEMBLY OF THE CORRESPONDENCE PACKAGE

In addition to foll owing procedures for the preparation of the
correspondence, the action office nmust properly assenble--or
package--the fol der.

As a visual rem nder of the types of correspondence, the foll ow ng
fol der color schene will be used.

. Congressional correspondence will be placed in a yellow
f ol der.

. A-Priority correspondence will be placed in an orange
folder. EAwill hand-carry the file to the action office.

. All other correspondence will be placed in a manila fol der.
Do not place the correspondence in a folder of any other
col or.

Assenbl e the correspondence package in the foll owi ng manner.

OQutside of Folder

(fromtop to bottomn

. NWS Si gnature Cover Sheet
. NWS Cor respondence Control Sheet

Inside, Left Side of Folder

(fromtop to bottomn

. Background Summary (see Appendi xes for tips on creating a
Sunmmar y)

. I ncom ng

. Background Materi al

. Fl oppy Di sk

Staple all material flush with the top of the folder. If bul ky, use
two binder clips to secure to the top of folder.

I f the background material contains nore than two separate docunents,

refer to themindividually in the Background Sumrary and tab them
(e.g., A B, C, etc.)using blank pages as spacers. The reader shoul d
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be able to lift up a tab and viewthe first page of each separate
document .

NOTE: All signature folders nust include a floppy disk containing the
final version of the correspondence, any attachnents, and the
background summary being submitted. Each document nust be a separate
file. The floppy nmust have a | abel affixed to it, identifying the
owner of the disk. Secure the floppy disk with a binder clip to the
out si de bottom edge of the folder.

Inside, Right Side of Folder

(fromtop to botton)

. If correspondence is returned to the action office for revision,
return the marked-up copy with the original version. Paper clip
it on top of the correspondence for signature.

. Correspondence for signature (first page only under plastic
"Executive Correspondence" document protector; a signature tab at
each place requiring a signature)

. At t achnment s/ encl osur es
. Drafter and file |location informati on sheet

The above itens shoul d be paper clipped, or binder clipped if bulky,
flush with the top of the folder.

. Fax and e-mail coordination nessages (e.g., GCW LAW Regi ons)

Stapl e the coordination docunentation flush with the bottom of the
folder. If it is bulky, include it with the outgoing response under
two binder clips. ldentify the coordinators by either using tabs or
by witing the coordinator's routing code at the | ower right-hand
corner of the first page of the e-mail or fax.

NOTE: Only the nost recent version of the letter/nmeno should be
included in the folder. No file copy or prior revisions prepared in
the action office should be included. However, comrents made on file
copies by the Ofice Drector or coordinators (e.g., regions, GCW
LAW shoul d be included. The author of all conmments shoul d be
identified on the file copy.

See the followi ng graphic for additional guidance on packagi ng the
signature fol der.
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ASSEMBLY OF SIGNATURE FOLDER

Left Side of Inside Folder Right Side of Inside Folder

Executive
Correspondence
Protective

Cover
Background

Summar
Y Correspondence Sign Here

to be Signed

Enclosures/
Original Attachments
Incoming
Fax/e-mail
Reference Coordination
Material Messages (2)
(1) Tab
Tab

NOTES: (1) tabs for background material are placed on blank sheets of
paper used as spacers; (2) The fax and e-mail coordination messages
are stapled flush with the bottom of the folder.

Signature Control
Sheet
Front of Folder

NWS Correspondence
Control Sheet

Folder

Folder colors: A-Priority (orange); Congressional (yellow);
All others (manila)
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CHAPTER 8: MODELS OF ADDRESS AND SALUTATIONS

The foll owing exanples reflect the appropriate nodel of address for a
specific category. Place "The" before the title "Honorable." Do not
pl ace "U. S." before House of Representatives.
The President of the United States, the Vice President of the United
States, the President of the Senate and the Speaker of the House are
al ways addressed fornally.
A The President

The President

The White House

Washi ngton, D.C. 20500

Dear M. President:

Respectful ly,
B. The Vi ce President

The Vi ce President

The White House

Washi ngton, D.C. 20500

Dear M. Vice President:
C. Presi dent of the Senate

The Honor abl e ( Nane)

Presi dent of the Senate

Washi ngton, D.C. 20510

Dear M. President:
D. Speaker of the House

The Honor abl e ( Nane)

Speaker of the House of Representatives

Washi ngton, D.C. 20515

Dear M. Speaker:
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E. Uni ted States Senat or

The Honor abl e ( Nane)
United States Senate
Washi ngton, D.C. 20510

Dear Senator (Nane):
F. Committee Chairman (Senate)

The Honor abl e ( Nane)

Chai rman, Conmmittee on Commerce,
Sci ence and Transportation

United States Senate

Washi ngton, D.C. 20510

Dear M. Chairnman: (or) Dear Madam Chair:

G Subcommi tt ee Chai rman ( Senat e)

The Honor abl e ( Nane)

Chai rman, Subcomm ttee on Sci ence,
Technol ogy, and Space

Conmittee on Comerce, Science
and Transportation

United States Senate

Washi ngton, D.C. 20510

Dear M. Chairmn: (or) Dear Madam Chair:
H. U S. Representative (House)

The Honor abl e ( Nane)

House of Representatives

Washi ngton, D.C. 20515

Dear Representative (Nane):

Commi ttee Chairman (House)
The Honor abl e ( Nane)
Chai rman, Conmittee on Appropriations

House of Representatives
Washi ngton, D.C. 20515

Dear M. Chairman: (or) Dear Madam Chair:
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Subcommi tt ee Chai rman ( House)

The Honor abl e ( Nane)

Chai rman, Subcommi ttee on Conmer ce,
Justice, State, the Judiciary,
and Rel at ed Agenci es

Commi ttee on Appropriations

House of Representatives

Washi ngton, D.C. 20515

Dear M. Chairnman: (or) Dear Madam Chair:

Menber of the House of Representatives (Response to District
O fice)

The Honorabl e (Nane)
House of Representatives
(District office address as it appears on |etterhead)

Dear Representative (Nane):

Menmber of the Senate (Response to District Ofice)

The Honor abl e ( Nane)
United States Senate
(District office address as it appears on |letterhead)

Dear Senator (Nane):

Cabi net Menber

The Honor abl e (Nane)
Secretary of (Name)
Washi ngton, D.C. (Zip)

Dear M. Secretary: (or) Dear Madam Secretary:

Gover nor

The Honorabl e (Nane)
Governor of (State)
(City, State, Zip)

Dear Governor (Name):
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Li eut enant Gover nor
The Honor abl e ( Nane)
Li eut enant Governor of (State)
(City, State Zip)
Dear M. (Name):
Mayor
The Honor abl e ( Nane)
Mayor of (Qty)
(City, State Zip)
Dear Mayor (Nane):
Anmbassador (American Arbassador in Foreign Country)
The Honor abl e ( Nane)
Aneri can Anbassador
(Gty, Country)
Dear M. Anbassador: (or) Dear Madam Anbassador:
Ambassador (Forei gn Anbassador in the United States)
Hi s/ Her Excel | ency
(Narre)
Anmbassador of (Nanme of Country)
Washi ngton, D.C. (Zip)

Dear M. Anbassador: (or) Dear Madam Anmbassador :

M ni ster (Foreign M nister)
Hi s/ Her Excel |l ency
(Nare)
M ni ster of (Departnent)
Country

Dear M. Mnister: (or) Dear Madam M ni ster:
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The Unifornmed services are: US. Arny (USA), U S Air Force (USAF),
U S. Coast Guard (USCG, U.S. Marine Corps (USMO), U S. Navy (USN),
U S. Public Health Service (USPHS), and the NOAA Cor ps.

Exanmpl es of Use of Commi ssioned Rank in Address and Sal utation

I n Address Bl ock Sal ut ati on

Adnmiral John Doe, USN Dear Adm ral Doe:
Vice Admiral John Doe, USN (Ret.) Dear Admiral Doe:
Rear Admiral John Doe, USCG (Ret.) Dear Admiral Doe:
Rear Admiral Mary Doe, NOAA Dear Adm ral Doe:
Capt ai n John Doe, Jr., USPHS Dear Captain Doe:
Conmmander John Doe |1, USCG Dear Conmmander Doe:
Li eut enant Commander John Doe, USN Dear Commander Doe:
Li eut enant John Doe, USN Dear Lieutenant Doe:
Li eutenant (jg) John Doe, NOAA Dear Lieutenant Doe:
Ensi gn John Doe, NOAA Dear Ensi gn Doe:

Maj or General John Doe, USAF Dear Ceneral Doe:
Bri gadi er General John Doe, USAF Dear General Doe:

Sone salutations drop part of the rank. Vice Admiral and Rear Admral
beconme Admiral; Lieutenant Conmander beconmes Commander, and Li eutenant
(jg) becones Lieutenant. Oher uniformed services drop part of the
rank al so.

47



CHAPTER 9: EFFECTIVE WRITTEN COMMUNICATION

This section provides sonme editorial rules to foll ow when preparing
NWS/ NOAA/ DOC correspondence. The purpose of editorial rules is to
assure consistency. |Inconsistencies detract fromthe quality of a
docunent .

This is not an exhaustive list of grammatical and style rules. See
the Appendixes for a list of resources all witers and support staff
shoul d have at hand.

EACH LINE/STAFF/OFFICE WILL SPELL-CHECK AND PROOFREAD ALL DOCUMENTS
BEFORE SUBMITTING THEM TO EXECUTIVE AFFAIRS.

Abbreviations

When used as a noun, United States should be spelled out; when used as
an adjective, it should be abbreviat ed.

While touring the United States, he visited Washi ngton, D.C.,
and sat in on a session of the U S. Suprene Court.

Acronyms

Type the entire phrase the first time it appears, followed by the
acronymin parentheses; then use only the acronymin the text
following. Do not put the acronymin parentheses after the spelled
out phrase if the acronymis not used again.

Example:

The National Environnental Satellite, Data, and |Infornation
Service (NESDIS) is a Line Ofice within the National Qceanic and
At nospheric Administration; NESD S operates the National Cimatic
Data Center. (The "National Cceanic and At nospheric

Adm ni stration" and the "National Cimatic Data Center" wll not
be used again in this report; therefore, no acronyns are used.)
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Acronym Choices: Listed bel ow are words or phrases where a choice of
acronyns is permtted. The rule is consistency, i.e., the acronym
used for that word or phrase must be consistent throughout that
docunent .

Examples:
el ectroni cs technician use el tech or ET
Silver Spring Metro Center use SSMC2 or SSMCI
Buil ding 2
Capitalization
Capitalize "Federal," only when using it in a name or as an adjective

synonynmous with the United States

Capitalize "Governnent," and "Federal Governnent" when referring
specifically to the U S. Governnent.

Do not capitalize the word "Nation" unless it is part of a fornm
nane. Do not capitalize national, unless it is used as a proper noun.

Capitalize "State" when it refers to a State as a unit of governnent.

Capitalize words relating to U S. Congress.

House of Representatives t he House
U S. Senate the Senate
Menbers of Congress the 95th Congress
the Committee (specific

comittee)

Congressional is not capitalized (per GPO Style Manual).

Capitalize conpass points when they refer to a geographi cal region or
a street name, but they are | owercase when they refer to sinple

di rection.

out West up North
west of the Rockies t he west coast of Florida

Fi scal Year

Correct: fiscal year, FY 94, fiscal year 1994 and
FY 1994

| ncorrect: Fi scal Year, FY '94, Fiscal Year 1994,
Fi scal 94

The sanme rules apply to CY 94, cal endar year 1994 and
CY 1994.
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Comma

Use conmas to:

. separate city fromstate, including comm after the name of the
state.

. set off the year when both nonth and day precede it.
Exanpl e:
He noved to Tul sa, Cklahoma, on May 1, 1994, and lived there for
2 years.

. separate a person's nane and title.
Example:
NOAA wi Il be represented at the neeting by Thomas Jefferson,

Assi stant Secretary for Cceans and At nosphere, and by Ceorge
Washi ngt on, Deputy Under Secretary for Oceans and At nosphere,

. separate words, phrases, or clauses in series with a coordinating
conjunction before the | ast nenber of the series. Per the GPO
Styl e Manual, include a comma before the conjunction.

Example:

The boy went hone alone, and his sister remained with the crowd.

Do not use a coma to separate the nonth fromthe year when the day is
not given.

Example:

The training papers were processed in My 1987.

Compound Words

Be careful with conpound words. Make sure you're hyphenating only
when appropriate, and doubl e-check to determne if you should use one
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word or two. It's helpful to figure out which part of speech you
need before you deci de which word(s) to use.

Examples:
Back-up: compound adjective
| asked for a back-up disk.
Backup: compound noun
My backup edits correspondence when | am on | eave.
Back up: verb phrase
When working on a |large docunment, it's best to back up the file often.
Off site: prepositional phrase
The conference will be held off site.
Off-site: adjective

The conference will be held at an off-site |ocation

Dash

A pair of dashes are used to segregate material conpletely:

. To mark a sudden break or abrupt change in thought
. To indicate an interruption or an unfini shed word or sentence
. To clarify a neaning (instead of using comms or parentheses)

Onit the spaces before and after the dashes.
Example:

These are shore deposits--gravel, sand, and clay--but marine
sedi ments underlie them

Hyphen

Use a hyphen between el ements of a conpound nodifier when placed in
front of the noun. There is no hyphen if the nodifier is after the
noun.

Example:

a Governnment -wi de distributi on but
the distribution was Governnment w de
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Do not hyphenate the last word in a paragraph, the last word on a
page, or the last word on two consecutive lines.

Do not hyphenate proper nouns or conpany titles.

Quotations, Commas, & Periods

The comma and the period are placed inside the quotation marks; the
sem col on and the colon fall outside the quotation marks.

The question mark and the exclamation point fall within the

quot ation marks when they refer to the quoted matter only; they fall
outside when they refer to the whol e sentence.

Sex-Free Terminology for All NOAA Documents

Since the English | anguage | acks a generic singular pronoun, he and
the possessive his have customarily been used in expressions such as
"Each student should bring his permission slip." It is possible--and
desirable--to nminimze, if not altogether elimnate, this usage. For
exanpl e:

. Use the singular but non-possessive form "Each student shoul d
bring a permission slip."”

. Recast in the plural: "All students should bring their
perm ssion slips."

. Repl ace mascul i ne pronouns wi th enpl oyee, person, applicant, etc.
(and possessive form when appropriate): "lInstruct each student

to bring the student trip permssion slip.”

Use occupational and functional designations that are gender-free
whenever possible. For exanple, use:

artificial NOT man nade
busi ness executi ve NOT  busi nessman, busi nesswonman
chair, presiding officer,

| eader, noder ator NOT chai rnman, chai rwonman
counci | nmenber, council or NOT  counci | man, counci | wonan
f our - menber commi ssi on NOT four-nman conm Sssion
hours wor ked, work-hours,

staff hours NOT  man- hours
humani ty NOT  manki nd
Menber of GCongress NOT  Congressman, Congresswonman
per sonnel , worker,

wor k force NOT  manpower
police officer NOT  policeman, policeworman
reporter NOT newsnman
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n THAT "
There are times when the conjunction "that" is necessary and
appropriate; but, nost of the tine clarity can be achieved without it.
Re-read your sentences without the "that." |[If the meaning is still
clear, you don't need "that."

Example:

The neteorol ogi st predicted that we'd have four inches of snow.

The neteorol ogi st predicted we'd have four inches of snow.

"THAT" versus "WHICH"

“That” defines and restricts; “which” is explanatory and
nonrestrictive. ..

The faucet that drips is in the basenent.
The faucet, which drips badly, also needs attention.
The lawn nmower that is in the garage... (Tells which one.)
The I awn nmower, which is broken, is in the garage.
(Adds a fact about the only nower in question.)

Word Division

Words are divided only between syllables. Please consult the
di ctionary.

Do not separate a title froma person's nane
I ncorrect

For the position of Director, | am nom nating M.
Shackl ef ord

Correct

For the position of Director, | am nom nating
M. Shackl ef ord.

n proper nanes, avoid separating the first name fromthe | ast nane.
f

|
If it cannot be avoi ded, separate it after the mddle initial.
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In listing a date, never divide the nonth fromthe day.

| ncorrect

W will be pleased to neet with the group on June
13, 1994.

Correct

W will be pleased to nmeet with the group on
June 13, 1994.
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CHAPTER 10: GENERAL GUIDANCE - PREFERRED STYLE

. In the address of the letter, spell out the nanme of the state.
When writing Washington, D.C., be sure to include the periods.

. The first sentence shall be "Thank you for your letter
regardi ng (not concerning)..." followed by a brief description of

the subject of the incoming letter.

. Refer to the date of the inconing letter in responses prepared
for signature by the AA or DAA. However, do not refer to the date
of the incoming letter in responses prepared for signature at the
NOAA or DOC | evel s.

. If the signer of the letter is not the addressee of the
i ncomi ng, acknow edge the addressee in the response. For
exanple, a letter addressed to the Secretary of Commerce with a
response bei ng signed by the Under Secretary shall say, "Thank
you for your letter to Secretary (Nane) regarding...."

. Keep letters and nmenoranda to one page whenever possible. |If
necessary, use an attachnment or an enclosure to rel ay
information. |If the letter has to be nore than one page,
begi nning with page 2, type the nunber six lines fromthe top, in
the center of the page. Type the nunber al one--do not use dashes
or parentheses. Begin the body of correspondence four |ines down
from page nunber.

. Do not apologize. Do not use "I regret...,"” or "I amsorry...."

. Avoid "I want to assure you...." and "Pl ease be assured...."

. Do not repeat the incom ng correspondence in the response.

. Do not refer to the witer by nane in the body of the letter.

. Do not state too many "thank you's" in the letter. For exanple,
after stating in the opening sentence, "Thank you for your letter
regarding...," do not say "Thank you for your interest"” in the
| ast paragraph. Although it is appropriate to let the witer
know that we appreciate his interest by stating: "Your interest
in the National Wather Service is appreciated.”

. The first and | ast paragraphs may be one sentence. All other
par agraphs in the body of the letter nust be nore than one
sent ence.

. Use plain English--avoid cunbersone, overstated, and redundant

wor ds and phrases. W©Make your point early in the letter or
menor andum

55



Use the precise word or phrase.

datum (singular) - data (is established both as a singular and as
a plural noun)

criterion (singular) - criteria (plural)
subsequent neans after, not before

different from not different than

i nsure neans to guarantee agai nst financial |oss

ensure neans to make sure or certain (although insure and ensure
share the same neaning, this usage is preferred.)

affect neans to influence; to act upon; to alter; to
assune; to adopt

effect neans to cause to cone into being; to acconplish

When using "headings"” in a report or letter, do not type the
headi ng at the bottomof the page with the text on the follow ng
page. Instead, go to the next page and type the heading foll owed
by the text.

When referring to a NWb forecast office, use "Lake Charles
Ofice" rather than "WO Lake Charles.™
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APPENDIX A:

BACKGROUND SUMMARY TIPS

A background sunmary infornms the reviewers and signer why we are
preparing the correspondence and provi des your analysis resulting in

the response.

Use the foll ow ng guidelines:

Organi ze the paper as if you were nmaking an oral presentation to

t he signer.

Use short sentences and/or bullet statenents. At a m ni num
i ncl ude:

- Introduction - State the core issues/questions of the
correspondence/ paper

- Rel evant Background Information - Refresh signer's
recol lection, and if applicable, include:

Does

Summary of background; refer to additional information
by tabbed sections

Copi es of rel evant documents/information*
Copi es of applicable previous correspondence *

Pertinent legal, regulatory, or public relations
matt er s*

M ssion, program and/or service inplications
Options considered, if any, plus pros and cons
Recomrended course of action/response chosen
the summary and correspondence/ acti on:

Assess what the signer knows about this
si tuation/issue/question?

Provi de information the signer needs to knowto
approve what you prepared?

State information in short formand in plain English?

* Highlight pertinent sections to support your references/positions
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APPENDIX B: CORRESPONDENCE PREPARATION CHECKLIST
CORRESPONDENCE FORMAT
O Have you used the correct stationery?

| Have you used the proper font and point size?
(Courier New/Courier font, 11-point)

a Is correspondence properly placed on page?
(centered for letter; started at least 8 spaces down for memo)

O Have you spell-checked and proofread the correspondence?
PACKAGING
O Is the folder the correct color?

Front of folder:

| Fully completed Signature Cover Sheet attached?
| All clearances obtained?
O Correspondence Control Sheet attached?

Inside left of folder:

O Background summary attached?
O Incoming placed under background summary?
O Background material attached and tabbed?

(Tab A, B, etc., each on blank sheet)
O Floppy disk attached?

Inside right of folder:

| Original letter/memo under document protector and clipped to folder?
O A "Sign Here" tab placed where signature requested?

O Enclosure/attachment clipped under original response?

| Clearances (e-mails/faxes) identified and stapled to folder?
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APPENDIX C: GRAMMAR USAGE AND STYLE RESOURCES

Thi s handbook is just one of several resources anyone who prepares or
reviews NWS correspondence shoul d have at hand. The handbooks and
ot her resources |listed bel ow are strongly reconmended.

. The Gregg Reference Manual (9th Ed.) is one of the best
references for anyone who wites, edits, or prepares docunents.
Gregg covers all the basics of grammar, style, and usage. It's a

nmust - have for all of us.

. A recommended dictionary is Merriam-Webster's Collegiate
Dictionary (10th Ed.) As a conpani on book, The Original Roget's
International Thesaurus (5th Ed.) i S suggested.

. If you prepare or review correspondence contai ni ng many
geogr aphi cal references, webster's New Geographical Dictionary
wi Il be valuabl e.

. Anot her essential witing guide is the U.S. Government Printing

Office Style Manual. There is an updated, online version
publ i shed in 2000.

http://ww.access. gpo. gov/ styl enan/ 2000/ br owse- sm 00. ht n
. An outstanding tool for witers is The Tongue and Quill,
publ i shed by the Air Force. This reader-friendly, conprehensive
gui de to comuni cation has the answers to nost of your questions
on witing, editing, and fornmatting.
http://af pubs. hg. af . ni | / pubs/ publ i st. asp?pubor g=AF&seri es=33

(dick on publication AFH33-337. This is a very large
docurment, and you will need Adobe Reader to viewit.)
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APPENDIX D: STANDARDIZED DISTRIBUTION LISTS

The standardi zed distribution |ists have been devel oped so that
will be omitted when distributing copies.

NS EXECUTI VE COW TTEE

W- J. Kelly

W1l - J. Jones
WCFO - T. David
WSP - E. Johnson

CORPORATE BOARD

W- J. Kelly

W1l - J. Jones

WCFO - T. David

W COST - J. Hayes
WGOS - G Mndt
WOPS - W Tel eset sky
WOHD - G Carter
WSP - E. Johnson
WCIO- C Staton

WNP - L. Wccellini
WER - D. @l ezian
WSR - B. Proenza
WCR - D. MCarthy
WWR - V. Nadol ski
WAR - R Przywarty
WPR - R Hageneyer

CFFI CE DI RECTORS
WCIO- C Staton
WCFO - T. David
WOCS - G Mndt
WOHD - G Carter
WQOST - J. Hayes
WOPS - W Tel eset sky

REG ONAL DI RECTORS

WNP - L. Wccellini
WER - D. @l ezian
WCR - D. MCarthy
WSR - B. Proenza
WWR - V. Nadol ski
WAR - R Przywarty
WPR - R Hageneyer
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AA STAFF OFFI CES
WIA - M Yerg

W EEO - G Wl ker
WSP - E. Johnson
WCOM - R Exler

CHAI N CF COVIVAND
W- J. Kelly

W1l - J. Jones
WCFO - T. David
W COST - J. Hayes
WOS - G Mndt
WOPS - W Tel eset sky
WOHD - G Carter
WSP - E. Johnson
WCIO- C Staton
WCFOx1 - M Brown

NWS Coordi nati on Staff

W- J. Kelly

W1l - J. Jones

W EEO - G Wl ker
WSP - E. Johnson
WCIO- C Staton
WCOM - R Exler
WCFO - T. David
WCFOx1 - M Brown
WOST - J. Hayes
WGOS - G Mndt
WOHD - G Carter
WOPS - W Tel eset sky

WIA- M Yerg
WNP - L. Wccellini
WER - D. @l ezian
WSR - B. Proenza
WCR - D. MCarthy
WWR - V. Nadol ski

HR - L. Love
GCCW- G Tallia
LAW- S. Carter
PAW - C. Carey

no one



ALL ELEMENTS:

W- J. Kelly

W1l - J. Jones

W EEO - G Wl ker
WIA - M Yerg
WSP - E. Johnson
WCOM - R Exler
WCFO - T. David
WCIO- C Staton
WGCS - G Mndt
WOHD - G Carter
WOST - J. Hayes
WOPS - W Tel eset sky

WER - D. @il ezian
W SR - B. Proenza
WCR - D. MCarthy
WWR - V. Nadol ski
WAR - R Przywarty
WPR - R Hageneyer
WNP - L. Wccellini
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APPENDIX E:

EDITING MARKS

Common editing marks are listed below, what they mean, and an example.

L,.g. B{J‘\l :q;:s\

delete
insert

insert space

insert line
close up
insert period
insert comma

indent

:] L—_ double indent

]

/
ottt

—

elete
paragraph

capitalize
use lower case

let it stand

align

separate words
replace word
replace letter

spell out

Six cacq?J;it on the deck.

F
I love aples dipped in caramel.
A

and

She listed the fruit.::

lemons .

Mr. John Smith

—

Jared lavﬁ:b his bath

apples, oranges,

Now is the time to beging I will start.

When you begiqe_finish within 2 hours

upon

AW
walks.

Starln
the movement o

tlme a charming baby bo

n Glenside.
at the ¢
the

Thelfnll ing editorial
cla ifiegwthe aAcCronym ru
Type the

appears
Parentheses; th n use only the” acron

in

the text fol

aAcron

out

again

Her

name

in
phrase

%ﬂilrwgsh ase

ow;ng

is .
23y

rees,

eaves .

He loved going

he 5tud1ed

sacdpent

not

the first time it
he_ acronym in

Put t

rentheses after the 5 elled
P% Eﬁe acronym Es not uged

The ﬁhdernizatiun nears completion,

WSFOD wnsh1ngtan.-BwérfBaltlmure,

provides forecast for Maryland

Sincdrely,

ohn J. Kelly Jr.

The wnrkknrc& leavesz at 5 p.m.

The dogs M unchecked.

Her mother Eﬁ'n a bakery.

His birthday is jba

0 GGt

I’
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